Employment Skills Test 


Name _________________________________

Fill in the blank with the correct information & or answer question correctly.

1.  When you pick up or drop off an application, be prepared for an   _________________.

2.  When picking up an application, you should dress ________________ because first ________________________________________________________________________.

3.  Read the entire form ______________.  Know what is being asked ___________ filling out the form. 

4.  Answer ________ questions on the application form.

5.  When something doesn’t apply to you, write __________________________________.
6.  Use __________________________ ink or type the application.  

7.  What word should you avoid putting on the application when asked about a desired position?      


     _________________________.  
8.  Always list the most recent employer _______________________.
9.  Identify one acceptable reason for the question, “why did you leave your previous job?” 

     _________________________________________________________________________________.

10.  Once you fill out an application, it is a binding document; any misinformation could be grounds for    

      ____________________________.  

11.  Identify 2 key points when involved in a job interview.       _________________________________________________________________________________       _________________________________________________________________________________

12. A resume should contain certain information. Identify at least 3 of the required information.        _________________________________________________________________________________       _________________________________________________________________________________       _________________________________________________________________________________

13.  A portfolio is reflection that highlights your experience in ______________ & ________________.

14. Identify 2 key points to keep a job ____________________________________________________       __________________________________________________________________________________
Employment Skills Test 


Name __________KEY/ Answers________

Fill in the blank with the correct information.

1.  When you pick up or drop off an application, be prepared for an interview.

2.  When picking up an application, you should dress appropriately because first impressions are important.

3.  Read the entire form carefully.  Know what is being asked before filling out the form. 

4.  Answer all questions on the application form.

5.  When something doesn’t apply to you, write N/A for non-applicable.

6.  Use blue or black ink or type the application.  

7.  What word should you avoid putting on the application when asked about a desired position? Anything 
8.  Always list the most recent employer first.

9.  Identify one acceptable reason for the question, “why did you leave your previous job?” 

     Acceptable answers include “school conflict,”  “conflicting hours,” “better opportunities for advancement,” “lack of work,” “seasonal employment.”  

10.  Once you fill out an application, it is a binding document; any misinformation could be grounds for termination. 

11.  Identify 2 key points when involved in a job interview.   Any two of the following

·  Use correct grammar at all times both spoken and written language when being interviewed for a job.

· Avoid the word “ain’t” & “nah” during the interview, this indicates a lack of education and does not give a positive impression.

·  Perform a firm hand shake when meeting the interviewer. (But not too firm)

·  Wear appropriate attire for a positive first impression.

· Maintain good eye contact with the interviewer.

· Use your manners – yes sir, and no mam
· Prepare your resume ahead of time

12. A resume should contain certain information. Identify at least 3 of the required information.

a. Personal information  b. Employment Objective c. Educational Background  d. Work or Employment experience  e. Skills  f. Activities g. References
 13.  A portfolio is reflection that highlights your experience in work & education.

14. Identify 2 key points to keep a job.

(1) Use correct grammar




(2) Report to work on time and when scheduled

(3) Follow the policies and procedure of the facility.
(4) Be prepared to work when you arrive.

(5) Be willing to learn new procedures.


(6) Take initiative within your scope of practice.

(7) Be a positive team player. Avoid negative comments

(8) Take responsibility for your actions.   


(9) Ask for help when needed.
